
APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: Scheduling Section. ! 

FOR AGENCY USE 
ADDlication Date 

FOR RECORDS MANAGEMENT USE - t- ADolication Number 
1. Agency Address 
DeDartment of Education 

2. Person to Contact 
Bobbye Smith 

~ ~~ ~~~~~ ~ - ~- - - 
3. A&on Requested 

a. 
b. 
c. 0 Amend Application No. Checkone: n Change; 0 Supercede; 0 Void - - - - 

RK Establish Retention Schedule; record will mntinue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

4. Dates of Series 
Earliest Latest Diversified Cooperative Training (DCT) 

6. Division and Office Function 

5. Records Series Title (followed by title used in office; if different) 

1979 I t o  date Program of Work F i l e s  

What i s  the function of the Division and the Office in which this record series i s  created? 
The DivLsion of Vocational Instruct ion is responsible f o r  developing policy re la t ing  t o  
vocational ins t ruc t ion  a t  the secondary and postsecondary level ;  par t ic ipa t ing  i n  the 
development of the S ta t e  Plan fo r  Vocational Education; developing vocational education 
program standards r e l a t ing  t o  instruct ional  areas;  providing consultative services  t o  
local  school systems involving a l l  phases of the instruct ional  process; par t ic ipa t ing  on 
evaluation of local  school systems'  vocational programs; reviewing arch i tec tura l  plans 
f o r  local  school systems'  vocational f a c i l i t i e s ;  reviewing request f r m  local systems 
for  the purchase of equipment; reviewing vocational education ins t ruc t iona l  materials;  
reviewing preservice and in-service t ra ining programs; and supervising vocational student 
organizations a t  the s t a t e  leve l .  

. .  

Office of Vocational Education 
Division of Vocational Instruct ion 
Trade and Industr ia l  Education Unit 
-~ Atlanta,  G e o r x i a ~ ~  __ .. - 

Telephone Number 
656-2554 

Working Title 
Assistant Supervisor 

Fileisarranged: chronologically by f i s c a l  year; thereunder' alphabetically by county, there- 
under alphabetically by school name - . ~ ____ ~~~ _ _  . ~. ~ ~ ~~ ~~ ~ ~ ~ 

8. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ., ; Thirteen to twenty-four months old 

~ .- . twenty-five months and older . . ?  : 

-9. Annual Rate of Accumulation of Records , .  

Letter-size drawers :; Legal-size drawers ;Shelves . ; Other (specify) ~ 

- 
~~ ~~ ~~ 

7. Record Series Description 

Documents relating to: assigning yearly teacher dut ies  and authorizing expediture of federal  
and s t a t e  funds fo r  reimbursement t o  local education agencies for  teach1 
s a l a r i e s  fo r  DCT coordinators 

This file contains the following documents (include form numbersand titles, i f any): 
Attach samples of the file. 

Includedare: Program of Work (DE Form 0162); and, re la ted correspondence 



NO 

X 

Y 

10. Questionnaire 

~ I f  not. where kit? ~~~~ . . .- ~~ 

(Place an "X" in the proper column) 
a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring 
. .- 

~~ . - . c. I s  this a vi&4reerd?....~ ~ 

d. Do>e&serierhave historical or long term research value? 

I leter 11 

e. When one or two documents in the fi le make it necessary to.keep the entire file for a long period, could these 
~~ .- . ~ -~ . d m m e n B  be shed u led- separate lu? 

._L~ laha ioformalion contained i l u h i d  ever Dublished? If yes. attach WDV. 

-. _ I f t y e ~ h . m p Y .  ~ . ~~~ . ~~ ~ .. 

~ 

.% 

g. cf the inform!doi contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of this series in your office, or in another office or agency? 
.. __ ~. . . ~~ 

i 

- _____- .- .~____~__ ~ - --- . I f ves-where? 
L..l~$%~swies for a tnajozpdon ofitl_ce9vlar!uni~ntilmedl ~. ~ ~ ~ 

i - - D o e r r h e  record s & u l L L t  in a m D u t  er W u t ?  
:ion Requirements The following requires the seriesto be kept: 

-..-___years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need ~~ 2 years. 
a. State Law 

_~_L .-years. f. Federal retention instructions ~ _-years. c. Federal law 

Attach copy or exer t  of laws or regulations. Explain administrative need. 

. .  

, .  

' .  
. t  . I  . ,  

_.___ ~ ~ ~ ~ . ~ .  - ~ ~ .. 
12. Approved Dis&ition Instructions ' ftiisbgency'rkcommends that t h e f i l e  series be cut off a t  the end of each:' . ,  

, , .  
i , .  . .  

' ,'U Cdehaar Year; 'N Fiscal Year; 0 Other 

--month(s) 1. yehrls); then 

_..___.___then, 
I . . , .  \ ,  

, .  0 Hold in the current files area 
0 Transfer to local holdini area; hold 
w Transfer to State Records Center; hold 3 . year(s);then 

0 Transfer to State Archives for permanent retention. 
Other /Specify) 

. .  year(s); then 
i. 

0 Destroy. I .  

, 

I These instructions apply to al l  prior and future accumulations of the series. 

rdr Manageme- Date 

I -State Records C o r n m d  Signature) Date 

State AuditorlDesionee 
1 Recommendations in para- 
' graph 12 are aDDrOVed. 


